Chapter 3

Updating User Contact | nformation

I nstructions User contact information can be viewed or updated by selecting
“Contact...” under the “File” menu bar heading. (See exhibit 3-1). The
contact information is applicable for all fund symbols that are associated
with your user ID.

The contact information dialog box will be presented to you upon logon
once per quarter and you are required to update it. It isimportant to keep
the contact information up to date because this information is presented on
reportsto OMB and Treasury, and is used to produce mail, internet e-mail,
and fax distribution lists to keep you informed. Sometimes the FACTS |
systems administrators may need to contact you quickly. (See Exhibit 3-2.)

Y ou can update the following parts of the user contact dialog box (these
update-able fields are displayed in white):

° Phone Number, Fax Number and internet e-mail address

° Address, City, State, Zip Code

° Supervisor Name and Phone

Y ou must contact FM S (see contacts appendix) to update the following
parts of the user contact dialog box (these non-update-able fields are
displayed in white):

° First and last names

° Agency and bureau names
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Exhibit 3-1 — View user contact information.

= FACTS Il - Contact

# Contact Information

[ Command

First Name: [CYRIL 4. Agency Name: [SUPREME COURT OF

1]

Lazt Name: |DDNNELLY Bureau Hame: |EIFF||:E OF THE MARSH

Contact Telephone: |[202] 333-8355 Address Line 1: [ONE FIRST 5T., M.E. Apply

Contact Telephone Ext
Supervizor Name
Supervizor Phone
Supervizor Extension
Fax Number

Email Address

- [12222

2 |F|. 1. Late

- [;202] 4733421

e

: [[202) 2221515

Address Line 2: |n/a

City: [WASHINGTON

State: |DE

Cancel

[ Kb

Zip Code: [20015-

Laszt Update: |E.r'2.r'98 14:37.00

g |I:5Jril.Du:unnelly@agency.gw

Exhibit 3-2 -- Keep user contact information up to date.
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